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Staff guide to Library services 
 
Welcome to Oxford Brookes University Library.  All Brookes staff are welcome to use our 3 libraries, and 
this guide provides basic information about our service and how it can work for you.   
 
Library Opening Hours 
For the most up to date information about opening hours visit the web pages at  
http://www.brookes.ac.uk/library/ophours.html 
 
Brookes Libraries: 
Headington Library (John Henry Brookes Building) 
Headington is the largest library covering most academic disciplines and supporting all subjects taught 
on this campus 
Oxford Brookes University, Headington Campus, Headington, Oxford, OX3 0BP 
Telephone: Help Zone:   01865 483156 
  Email: libraryenquiries@brookes.ac.uk 
 
Lending Services Enquiries: 01865 483155 
Email: lendingservices@brookes.ac.uk 
   
Harcourt Hill Library 
Harcourt Hill specialises in education, philosophy, media and communications, sports and coaching 
Oxford Brookes University, Harcourt Hill Campus, Oxford, OX2 9AT 
Telephone: Enquiries:   01865 488222 
  Email: hhlibenquiries@brookes.ac.uk 
 
Wheatley Library 
Wheatley specialises in business, engineering, computing and mathematical sciences 
Oxford Brookes University, Wheatley Campus, Wheatley, Oxford, OX33 1HX 
Telephone: Enquiries:   01865 485869 
  Email: whlibenquiries@brookes.ac.uk 
 
 
How do I join? 
Your staff card acts as a Library card.  Human Resources will send new staff a photo-free smartcard. 
 
Borrowing books 
You may borrow up to 15 books or other items from our lending stock.  These will be automatically 
renewed, if not reserved, until a limit of 12 renewals has been reached.  They must then be returned, but 
may be reissued if not reserved.  Four items from the Short Loan collection may also be borrowed.  
 
You may reserve up to 15 items at any one time. 
 
Fines are charged on all overdue items.  We will normally send you a courtesy email the day before to 
alert you to the return date for your loans. 
 
 
Library web pages and finding resources 
The Library web pages http://www.brookes.ac.uk/library is the starting point for a wealth of information 
about the Library and its services. 
 
To find resources, choose a search tab from the grey Search box. 
 Discover offers a general ‘Google’ type search for books, e-books, DVDs and also includes some 
journal articles. It also includes RADAR: The Oxford Brookes Research Archive and Digital Asset 
Repository, which contains teaching, learning and research materials created by the University 
and its staff. 
 Books and e-books is the Library catalogue and offers a very easy way to find all resources 
within the Library. 
 E-journals by title is useful when you already know the name of the journal you wish to find 
 Find a database (articles and more) is the gateway to finding journal articles on a subject 
 
For subject specific resources, choose the Subject Help - http://www.brookes.ac.uk/library/subject.html 
 
 
EndNote 
EndNote is the bibliographic reference management software package supported at Brookes. For more 
information see http://www.brookes.ac.uk/library/endnote.html. Training and help is provided. 
 
 
Photocopying 
There are self-service photocopiers available in the Library.  These are operated with rechargeable 
cards which are available from Faculty Administration.  The cost of photocopies made by staff is charged 
back to Faculties/Directorates. 
 
Subject to copyright, we will photocopy 1 - 20 pages of any journal article, or book chapter, in the stock 
of Oxford Brookes University Library for £2.50 (each extra 10 pages @ £1 up to a 50 page limit).  This 
charge is passed on to your Faculty/Directorate. 
 
 
Interlibrary loans 
We operate an interlibrary loans service to obtain books, journal articles and other documentation from 
other libraries in the UK, and abroad if necessary, for use in connection with your work. 
 
The cost of this service is charged back to Faculties/ Directorates.  A standard photocopy request costs 
£9.90 and standard loan request costs £13.30.   
 
Full details of the service, including an online request form, may be found at: 
http://www.brookes.ac.uk/library/lending/obtain.html 
 
 
Using other libraries 
Members of academic staff and researchers may apply direct for admission to the Bodleian Library for 
reference purposes.  Please follow the procedures given at http://www.bodleian.ox.ac.uk/using/getting-a-
readers-card.  Normally you will complete Form A and you may apply for admission at any time of the 
year. The Admissions Office is in the Weston Library in Broad Street, opposite the Sheldonian Theatre.  
Please note - as well as providing good ID and proof of your current status (at Brookes) you will also 
need to supply proof of the duration of your status eg. a copy of your contract or letter from your Faculty.  
 
The SCONUL Access scheme gives external borrowing facilities to staff in 170+ university libraries 
nationwide. More details can be obtained from http://www.access.sconul.ac.uk 
 
 
 
 
 
 
Help 
Please check the Library's web pages at http://www.brookes.ac.uk/library for help and advice. 
 
In addition, Library staff are very pleased to help – please come to the Help Zone at Headington Library  
(Level 1 of JHBb), or the Enquiry Desk at Harcourt Hill or Wheatley.  Alternatively, please email 
libraryenquiries@brookes.ac.uk . 
 
Subject specific help is also available through the web pages or by contacting your Academic Liaison 
Librarian.  For contact details please see http://www.brookes.ac.uk/library/subject.html 
 
 
Copyright advice 
Guidelines are available from the Library Web pages at 
http://www.brookes.ac.uk/library/copyright/copyright.html or by contacting Katie Hambrook, Academic 
Liaison Team Leader.  Telephone 01865 483146 or email khambrook@brookes.ac.uk 
 
 
Supporting students 
Our Academic Liaison Librarians work closely with academic staff to ensure that the Library and 
information needs of students are identified and met. Further details may be found in the guide: The 
Library: Supporting your students 
 
 
Feedback 
We are continually looking for ways to improve our services within the resources available to us and 
welcome your suggestions and input into this process.  You can discuss your ideas with your Academic 
Liaison Librarian http://www.brookes.ac.uk/library/subject.html  or with members of the Library senior 
staff – contact details can be found at http://www.brookes.ac.uk/library/senior.html 
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